. .

»
® PLaza 2-0280

EUROPEAN TRAVEL COMMISSION

@ : @ 130 CBASY UPTH STREET, NEW YORK 22, NEW YORK
s,

\\{ i o REGISTRATION ¥o. __/ HF)
y LN o® e
o MEMBER ooun-rmf ' 3\5\:\/\ 590':\‘\(} " April 26, 1960
\0(\ < )\) :
AUBTRIA %‘(%\'f}ﬁ.o

\
?ﬁg’@&ndd N. Martin
secoium  po¥ld N, Martin and Cospany

355 Lexington Avenue
DENMARK New York 17, New York

l'"l NLAND Dear Mr, Martins

’

FRANCE With the approval of our Executive Comittes, we have cone
oluded with you as of this date the following agreements:

(a) Agreement retaining Donald N, Martin and Compayy for
admninistretive services; and

(b) Agreement retaining Domald N, Martin and Company
GREECE for public relations services, ‘

GERMANY

OREAT BRITAIN

ICELAND It 48 the purpose of this letter to oconfitm to you our-
understanding that the compensation to be paid to the Company
IRELAND under.the foregoing agresments includes the sum of $15,000,00
for the services of Mr, Martin, It $s understood that there
shall be included in the budgets under said agreements an amount
ITaLy equal to the payments which your oe-:w will make with respect
to his Federal Social Security, New York State Unemployment Ine
LuxemBouro  surance and Hospital or Nedical plans adopted by the Company;
which plans, however, shall be subject to our approval, The
MONACO " breakdown for the compensation for the above services and said
payments will be reflected in the budgets which you have agreed
NETHERLANDS to submit to us for our approval with respeot to each agresment,
We further confim to you that despite any adjustmaent in
NORWAY appropriations received from Commission Europbene de Touriemd,
our committments to you for the above compensation and for the
PORTUGAL cost and expenses covering remtal of offices, furnishings, equip-
ment and facilities outlined in the approved budgets under said
SPAIN agreements, shall not be reduced, affected or disturbed in any
way.

A sum of $5,000,00 will be made avajleble to you upon the
signing of this agreenent to be applied by you to defray advanced
costs and expenses incident to the above agreements. This sum
will be accounted for by you in the monthly billings to us.
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The residue from the $36,000,00 fee wnder our above Public
Relations Bepvice Agreement, after the tion to your .
oompany and the salaries of the Public Relations staff have ..
been met, is o be applied by you against the remtal of the
Public Relations' office space, fumishings, equipment and feb-
1lities, Commissions that @fl) acorue from special services as
set forth in our Public Relations Service Agresment, estimated in
the sum of $4,400,00 will also be applied against said rental,
fumishings, squipment and fasilites, Any surplus in the coamission
acoount shall be applied against the budget for public relstions
opsreting costs, production and out-ofepocket expenses, If the
commissions together with the above residue from the $36,000,00
fee shall not be sufficient to meet cost of rental of the office
space and the rental of furnishings, equipment and facilities,
which rentals have been included in the approved bLudgets, then we
will make suitable arrangemsents t0 mest any such defioit,

We understand that the Exeocutive Director will be allowed
one month's vacation, During his absents, you will make suitadble

~ arrangements for carrying on his work,

In the event of death or permanent physical incapacity of
Mr. Martin, then E.T.C. can terminate this agreement on not less
than 60 days written notice; and in event of such termination E,T.C,

shall assume the obligations incurred under the lease for office
space,

It is understood that Mr. Bolin in agreeing to this letter does
not assume any personal responsibility or obligation, but the pay-

ments provided shall be made by the travel organisations constituting
the Europsan Travel Conmission,

On signature by each of us of the above agreements together

with this letter, all of the same will constftute the understanding
and agreemsnt between us,

Very truly yours,
EUHOPEAN TRAVEL COMMISSION

CONSENTED AND AGREED 70
DONALD N, MARTIN AND COMPANY
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Mr, Luiqe\gbﬁ?im“%haimn
1 Commission

130 East 9th Street

New York 22, N. Y,

Re: Agreement for Public Relations Services
Dear Mr. Bolin: -

This letter will corstitute the understanding and agreement between uss

(1) The European Travel Commission hereby retains our company as
Public Relations Counsel for a period of one year, commencing July lst, 1960,

(2) We agree to perform the following eervices:
(a) Create and propose a continuing publicity progrem.

(b) Initiate special public relations projeots which will
advance specific E.T.C. objectives,

(¢) Coordinate E,T.C.'s public relations campaign with
activities of other interests directly and indirectly
concerned with the promotion of European travel,

(d) Establish an E,T.C. news bureau, to serve newspapers,
wire services, feature syndicates, television, radio,
consumer magazines and trade publications,

(e) Create and produce feature stories, special articles
for magazines, program material for television, radio,
etc.,

(f) Develop tie-in promotion and publicity with organisa-
tions inside and outside the industry. :

(g) Cultivate leaders of national organizations and pro-
fessional societies in an effort to attract more con-
vention business to Europo. \

(h) Represent E.T.C., when appropriate, by making promo-
tional and publicity visits to key travel markets,
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(1) Represent E.T.C., when appropriste, by filling
speaking engagements and giving interviews to press,
radio and television,

(3) Produce films, slides, booklets, specisl bulletins,
exhibits and other promotional material, as required,

(3) The Company will provide the full time of Mr, Donald N, Martin
to the personal direction of the public relations progrem and services
outlined in paregraph (2) and the administrative duties of the European
Travel Commission, and handle no other adcounts. The staff which we will
provide to perform the public relations services emmerated above, will
include the full-time efforts of the following personnel.

(a) Hritr/?ubl:loilt‘
(b)  Audio~Visual Specialist (TV/Radio/Films/Exhibits)
(¢) Public Relations Secretary

: (L) Our fee from July lst, 1960 to June 30th, 1961 will be

' $36,000,00, It will be billed to you in monthly installments of
$3,000.00 on the 20th day of the preceding month, beginning June 20th,
1960, and is payable by the first of the month,

(5) In addition to our fee, there will be available for operating
costs, production, special services and out-of-pocket expenses $39,000.00
for the twelve (12) month period. We add 17.6% (to produce a 15% mark-up)
to our cost on special items such as art work, printing, photography,
mailings, mat services, mass script service, TV films and special presenta-
tions to recover out-of-pocket outlays that we did not include in setting
our retainer fee, Operating costs, production, special services and out~
of-pocket expenses will be billed on the 10th and the 25th of each month,
payable upon presentation, '

We will submit to you shortly our recommended public relations
progrem with a camplete budget breakdow,

(6) A1l policy decisions are to be made by the E.T.C. or through
its proper sub-committees and all activities are subject to supervision
by the Commission through its appropriste officers,
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(7) It is agreed that during the month of April 1961, we shall review the
matter of the renewal of this agreement on mtually satisfactory terms, in order

that we both may be in a position to make suitable plans for the period beyond the
expiration date of this agreement, June 30th, 1961,

(8) Any sum mentioned in this letter is subject to adjustment in accordance
with the appropriation received from Conmission Buropbene de Tourisméb.

(9) In event of death or permanent physical incapacity of Mr, Martin, then
Eurppean Travel Commission can terminate this agreement on not less than 60 days

written notice; and in event of sich termination European Travel Commission shall
assume the obligations incurred under the lease for office space,

(10) 1t is understood that Mr. Bolin in agreeing to this letter does not assume

any persomal responsibility or obligation, but the payments provided shall be made
by the travel organizations constituting the European Travel Commission,

Sincerely,

DONALD N. MARTIN AND COMPANY

By /éh-'ﬂ.f({( )/(.. ))’(fl/\-’/{"-;.

CONSENTED AND AGREED TOs-

EUROPEAN TRAVEL COMMISSION

Bys %?J; :
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European9lravel Conmission
130 East 59th Street
New York 22, N. Y.

Re: Agreement For Administrative Services
Dear Mr, Bolin:

We have discussed the engagement of my Company to handle
the Administrative and Public Relations functions of the European
Travel Commission,

In this letter I set forth the understanding and agreement
with respect to our administrative services, leaving the matter of
the Public Relations services to a separate letter,

(1) The undersigned Company agrees to provide the services
of Mr. Donald N. Martin to serve as Executive Director with the following
responsibilities:

(a) Create and propose continuing programs and special
projects,

(b) Use initiative in carrying out E.T.C. poliocy decisions.

(c) Meet frequently with executives of carriers , tour
operators and other important factors in the industry
to gain their support for E.T.C. activities.

(d) Coordinate E.T.C. programs and promotions with those of
the carriers, tour operators, agents, etc.

(e) Work with tour operators, carriers, agents, etc., to tap’
new reservoirs of travelers; encourage the industry to
offer special interest tours, etc,

(£f) Coordinate the E.T.C. administrative and public relations
programs with the advertising campaign by serving the
Advertising and Publicity Committee as liaison with the
advertising agency. '

(g) Carry forward the day-to-day administrative work of the
Commission.
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It is further agreed that Mr. Martin will carry out and perform the
duties set forth in your paper entitled: "Definition of the Duties of the Execu~
tive Director of the European Travel Commission" which has been read, amended and
agreed upon between us, This paper is annexed to and made part of this agreement
a8 though fully set out therein, ' ,

4 (2) 1In eaddition to Mr, Martin's personal services we sagree to provide
& staff including an Administrative Assistant and a Stenographer, and also provide
necessary office facilities to perform the administrative functions, In the event
of death or permanent physical incapacity of Mr, Martin, then E,T.C, can terminate
this agreement on not less than 60 days written motice; and in event of such termi-
nation E,T.C., shall assume the obligations incurred under the lease for office 8pace,

(3) The total budget for the administrative work for the twelve (12)
month period is $25,000,00 which will include our fee for Mr, Martin's services as
Executive Director, salaries of the Administrative Assistant and Stenographer, as well
as operating costs, production and out~of-pocket expenses, A complete budget breake
down will be submitted shortly for your approval, Fixed costs will be billed on the
firest of the month concerned, with payment due by the 10th of the same month, All
other expenses will be billed on the 10th and 25th of each month, payable upon proe-
sentation, The budget of $25,000,00 shall include all such costs, expenses and office
facilities,

(k) It is agreed that during the month of April 1961, we shall review
and discuss the matter of the renewal of this agreement on mutually satisfactory
terms, in order that we both may be in a position to make suitable plans for the
period beyond the expiration date of this agreement, June 30th, 1961,

(5) Any sum mentioned in this letter is subject to adjustment by your
Commission in accordance with the appropriation received from Commission Européenne
de Tourismé,

(6) It is understood that Mr. Bolin in agreeing to this letter does not
assume any personil responsibility or obligation, but the payments provided shall be
made by the travel organizations constituting the European Travel Commission,

Sincerely,

DONALD N, MARTIN AND COMPANY

By: ___*(é‘uaél(]t,. )z.ux;l;‘.

Donald N, Martin

CONSENTED AND AGREED TO:

EUROPEAN TRAVEL OOMMISSION
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DEFINITIOQ‘Q; I WTIES OF THE EXKOUTIVE DIRECTOR OF THE E, T, C,
'\c’ «\t‘
1. AUTH ¢
Q

The Executive Director derives his authority to aot on

behalf of the European Travel Commission in New York direotly through
its responsible officers and sub-committess. He shall engage in no
activities for individual member offices, nor for any other organiza-
tion, but devote himself exclusively to i.'r.c. projects, He shall be
responsible to the Chairman of the Commission, or such person desig-
nated to act for the Chalirman, The Executive Director shall have the
right to engage as well as dismiss members of the staff,

II. NSIBIL

A, Administrative Office

While the Secretary of the E,T.C, is charged with the final
responsibility for the oontinuity and reocords of the Commission,
the Executive Direotor is to be selely responsible for the proper
funotioning of the Administrative Office's activities and paid
personnel,

-

Be (1) 8 nutes

The Executive Dirsctor shall be responsible for the mechaniocs
of plenary sessions of the Commission, meetings of the Advertising
and Publicity and Executive Committees, meetings of the Coordination
Committee, and such other sub—committees as now exist or may be
established in the future,

1) Assist in the preparation of agenda, making suggestions
regarding unfinished business as well as proposals for ourrent
oconsideration. When either a sufficient number of subjects or the
urgency of proposals indicates the advisability of ocalling a
meeting, he is to inform the Seoretary, and the Chairman of the
Committee concerned, The Chairman of the Committee will decide
on the necessary action, and the Secretary is to be advised
acoordingly by the Executive Director,

2) Present the draft of the minutes of such meetings to
the respective Chairman and to the Seoretary (usually not later than
L8 hours after the meeting), When the Chaimman's approval is re-
ceived, the Executive Director is to be responsible for disseminat-
ing them in their proper final form as well as assisting the
Secretary in assuring their imcorporation into the permanent records
of the Commission, The Secretary is to receive promptly copies of
all minutes,




III.

]

C. Correspondence and gggo:&l

1) 8uch correspondence as &ny of the officers refer to him
is to be either acted upon direoctly 1if so requested, or returned
with suggested replies., Routine correspondence is to be signed by
the Exeoutive Director, while documents, commitments and other

official papers involving policy are to be signed by the proper
officer of the Commission,

2) The Executive Director is to be responsible for calling
to the attention of the proper of ficers at the appropriate time
the dates when routine annual, semi-annual, and other regular
reports to the officers and/or full Commission in Europe and/or to
the United States are due; unless specifically instructed to the
contrary, he shall present suggested outline and prepare the final

draft for incorporation of personal comments and signature of the
Chairman or other officer of the E,T.C,

3) Propose and after approval carry out necessary surveys
and research for proper handling of the foregoing as well as other
matters in which the Commission may be interested, He may also

submit his personal proposals and ideas for new projects and
funotions of the Commission.

L) Present quarterly reports on past activities of the
Administrative Office together with proposals for the future,

5) Present all bills to the Treasurer and assist in
their verification, Be responsible for:

a) Administrative Office petty cash and expenses;

b) become familiar with E,T.C, accounting procedures
and methods, and submit all statemente and bills
to the Treasurer together with written comments ,
indicating whether the expenditures conform to
the amount allocated by the Commission for the

purpose,
LIAISON
A, Be responsible for proper furctioning of routine matters

between L,T.C, Europe and E,T.C. New York,

B, Seleot and channel all proposals and requests to the E,T.C,,
and to any of its sub-committees, officers or to the Coordination
Committee from any and all persons and organigzations, unless the
Commission designates otherwise, in which case the Executive
Director is to be so advised and informed of such decisions or
proposals as deemed necessary by the Commission,
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1) Maintein close &nd constant cod)aboralion ‘with the
Advertising Counselor in the planrdng, fonietion &nd execuiion of
811 projecie, when such collaboralion 3e dndiosted, &5 weld &8 Lo

- o&rry oul all Oonmission aouvitiet and pmjeots decided upor ¢

2) Matiers of basic pnnoiple or ;-o]icv &re a'lua,ys te be ‘-
submitted to the Coriidesion, while metters of precticed sppliceation
wi1) be hendled by the kxeoutive Dircotor and fully reporied to the

- Conndesion amd subjeo\, at 8 timcs to the oor.trc»] of the Ccmmissiom

: Ce Continuously foldow the solivities of the con.u.{sa‘ion in tmt

dopsrimente including Lhe establishient and majnlénsnce of conteot
vith the Connission menbers and thelr ofﬁoes &s vell &8 \uth thc

~ Coordination Comn.ittec.

1) Suggestions proposed through this eolivily, &t well &s
upon his own Judguent end dnitistive src Lo be made to Lhe appro-

- priete K,T.C, officer and sub-conviditee and Coordination mem{ttcs

for fulure &otion and develop«.e,:t.

2) Be responsible that cf!‘eotivc HEBNE bo availeble thet
&)1 moenbers of the Administraiive steff be cognizant of &)

current correspondence, ue€iiorandsa, ndnutes, Cruss xxferenco of
minulos, etc.

3) Should the Execulive Dir»ct,or be r»qucsted to keop any
natler porsonal or oonfideniisl, he is Lo do €11 possible at his
coniiand ihal iis security bve kept, sdvisdng the Aduindstretive

staff of this necessity and he shall t-e rcs;»onsib]e for its safe-:
kecping.

De Maintain contects of practicad va]uc 1o the ccm-uissjon,
its aine, activities, prostige and standing both with Lthe publio
end nenber of the travel industry such &s the Coordination
Cormittee, A,S.T.A., the C.E,R,R,, the trensatlentio carrjers
end other t{ravel interests as well &8s Lhe proper deparinents of
il U.8. Govennimeni, the Undted Netions, UNKSCO and privete
foundstions and orgenizalions, However, all mattero of po]iov

- must be referred t,o the Conuuission propere



